SAMPLE EXTENSION LETTER
(NOTE:  Eligible for Grant in Aid Only)
December 4, 2012
Mr. Robert L. Curry, Executive Director

Bluegrass State Skills Corporation

300 West Broadway

3rd Floor, Old Capital Annex

Frankfort, KY  40601

RE:  BSSC Grant #G11-

Dear Mr. Curry:

Due to unforeseen circumstances and the current economic climate, we will be unable to complete our training within the one-year time frame and/or meet our required employment threshold.    Our current grant ends on January 26, 2013.     We would like to request a 3-month extension (maximum 6 months allowed) so that we will have time to complete our training and/or raise our threshold.    We understand that we are allowed only one extension per grant.

Thank you for considering our request.    Please contact me if you need additional information.

Sincerely,






_____________________________________

Jane Doe






Training Director






ABC Manufacturing

Co-Applicant Signoff (if applicable):

_________________________________


________________

Jessie Public






            Date

Training and Development Coordinator

XYZ Educational Institution

